
 

UPLOAD TRAINEES 

 

1. At the top of the 
landing page, select 
the Contracts button 
on the button bar. 

 

 
 

 

2. Click on the ‘View’ 
link for the contract 
you would like to 
upload trainees to. 
The system will take 
you to your Contract 
Details page. 

 

 

 
 

 

3. Select the Upload 
Trainees button on 
the button bar at the 
top of the Contract 
Details page. 
 

 
 
 
 
 
 



 

UPLOAD TRAINEES 

 

4. If you do not have a 
CSV containing your 
trainees in the 
required format, 
select Click Here to 
download the 
template. 
  

 

 

 

5. The associated 

codes needed to fill 

out the template, as 

well as instructions, 

are also available on 

this page. 
 

*The Employee ID is 
used at the Unique 
ID for the trainee. If 
one is not given the 
system will provide 
one for the trainee. 

 

 
 

 

 

6. When your CSV is 
prepared, click the 
Choose File button 
and select your CSV. 
 

 

 
 

Gender Code Age Group Code Veteran Code Disabled Code

Male M Less Than 25 1 Yes Y Yes Y

Female F 24 - 34 2 No N No N

Non-binary N 35 - 44 3 Unknown U Unknown U

45 - 54 4

55 - 64 5

65 & Older 6

Ethnicity Code Education Code Job Number Workplace

White 1 Eighth Grade or less 1

Black 2 High School Grad 2

Hispanic 3 GED 3

Native American 4 Some College 4

Asian 5 College Grad 5

Pacific Islander 6 Post College Grad 6

Filipino 7 Some High School 7

Other 8

Enter the Job Nuber of 

the trainee. EX If Job 

Number 1 then enter 

1

Enter the workplace of 

trainee. If location is 

number 1 then enter 1 

on the column
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7. Click the Upload 
button. 

 

 

 
 

8. The system will 
provide you with a 
summary of what 
has been uploaded 
and any errors 
messages. 

 

 

 
 

 

9. Click the Upload 
Trainee data button 
to complete your 
upload. 

 

 
 

 

10. You will receive a 

confirmation 

message stating 

your upload is in 

progress. You can 

navigate away from 

the page at any 

time. 
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11. You will receive an 

email when the 

upload is complete 

containing a link to 

any errors. 

 

 

 
 

 

12. Click on the link to 

view any errors. 

 

 

 
 

 


